
Staffing Guide 
 
Position Description 
 

 
Administrative Assistant  
 

What Determines 
Staffing Standard 
(Circle key factors that 
apply) 

• Hours of Operation 
• Occupancy Rate   
• Seasonal/Peak 

Workload           

______
______
______ 
 

• Staff Supervised 
• Facility Layout 
• Facility Size 

_______
___X___
_ _ X__ 

• Facility Age 
• ________________ 
• ________________ 

_______
_______
______ 

Workload/Staffing Comments: 
 
Works for the Hotel Manager 

 Small (1-75 rooms) Medium  
(76-199 rooms) 

Large  
(200-399 rooms) 

Extra Large  
(400-799 rooms) 

Super Large 
(799+ rooms) 

 
Staffing 
Standard 
 

Not Authorized Not Authorized Not Authorized 1 (NF-3) 600 + rooms  1 (NF-3) 

 
Alternate 
Staffing 
Standard (If 
Required) 

None     None None None *
Staffing level may be 

increased to 1 
additional (NF-3) 

with local 
justification based 
on workload and 

facility layout 
Explanation of Alternative Staffing Standard: 
 
* Decision to establish this position based on local management determination of actual workload. 
 
Staffing Standard Footnotes 
 
Administrative functions performed at properties with less than 600 rooms performed by the clerk. 
 
 
 

08/2005


